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MAINTENANCE MANAGEMENT POLICY LETTER 03-02

From:  Commanding Officer, 4th Marine Regiment

To:
  Distribution List

Subj:  DESKTOP PROCEDURES AND TURNOVER FOLDERS

Ref:   (a) MCO P4790.2C

       (b) DivO P4790.1F



  (c) Maintenance Management Policy Letter 05-01

1. Situation.  To delineate policy for the development, use, and maintenance of desktop procedures and turnover folders within 4th Marine Regiment.

2. Cancellation. Maintenance Management Policy Letter 05-01. 

3. Mission.  Per the references, desktop procedures and turnover folders are required in key billets to provide continuity and improve overall efficiency of the organization.  

4. Execution.

a. Commander’s Intent and Concept of Operations

(1) The proper use of desktop procedures and turnover folders will greatly enhance the overall efficiency and smooth operation of this Regiment combating the erosion of expertise caused by the high turnover tempo of personnel and Unit Deployed Program (UDP) units.

(2) All key maintenance management and maintenance billets will maintain desktop procedures and turnover folders.

b. Subordinate Element Missions.

(1) Desktop Procedures will be maintained for the following billets. 

(a) MIMMS Clerks

(b) Calibration Control Clerks
(c) Publications Clerks
(d) Modification Control Clerks
(e) Records Clerks
(f) ERO Bin/Parts Clerks
(g) Tool Room NCO
(h) Training NCO
(i) Quality Control NCO
(j) Joint Oil Analysis Program Monitor
(k) Corrosion Prevention and Control (CPAC) Coordinator
(l) Vehicle/Equipment Dispatcher
(m) Shipping and Receiving Clerk
(2) The following information will be maintained and kept current in a desktop procedure:  (Note:  Desktop procedures should not be voluminous as this will discourage their use.  Keep them clear and concise.)

(a) Procedures for carrying out duties. (Daily, weekly, monthly, semiannually)

(b) List of current references.

(c) Points of contact. (Names and phone numbers internal and external to the command)

(d) Reports required. (Examples of properly completed reports/forms used to perform job)

(3) Turnover Folders will be maintained for the following billets.
(a) Maintenance Management Officer
(b) Maintenance Management Chief
(c) Commodity Managers
(d) Maintenance Officers
(e) Maintenance Chiefs
(f) Corrosion Prevention and Control (CPAC) Program Coordinator
(4) The following information is considered vital and will be resident in all turnover folders:

(a) Title of billet.

(b) Organizational structure

(c) To whom the individual occupying the billet reports and incumbent billets subordinate thereto.

(d) Mission of billet.

(e) Basic functions involved in accomplishing the billet mission.

(f) Regular tasks and basic functions performed in day-to-day operations.

(g) List of orders, directives, and technical manuals deemed pertinent to the billet.

(h) List of required reports (date of submission, etc.).

(i) Internal and external relationships within the organizational chain of command, including unofficial liaison and coordinating instructions. Brief statements concerning the type of matters on which the internal and external agencies are consulted.

(j) Personal contact list, phone numbers, addresses, purpose of contact.

(k) Past, pending, and anticipated projects which should be itemized and continuously kept current.

(l) Miscellaneous information, such as:

(1) Administrative procedures.

(2) Operational procedures.

(3) Additional duties.

(4) Coordination between dual responsibilities.

(5) Limitations in responsibility of authority within specific duties or functions.

(6) Other data or information deemed appropriate to pass on to assist an inbound relief.

(5) The commodity managers will review desktop procedures and turnover folders for accuracy and applicability quarterly.  MMO’s will also review desktops and turnovers during their internal inspections.

(6) Unit Deployment Program (UDP) units will clearly mark their desktop procedures and turnover folders with “UDP Desktop Procedures” or “UDP Turnover Folder”.  The UDP desktops and turnovers will contain procedures for performing duties/operations while deployed to Okinawa. 





(a)  One week prior to redeployment, each UDP commodity section will turn in the desktop procedures and turnover folders to their Regimental counterpart. The Regimental counterpart will inspect for completeness/discrepancies. If there are discrepancies, then the UDP section must correct prior to the acceptance of the desktop procedures and turnover folders by the Regimental counterpart.






(b)  The relieving UDP unit must sign for desktop procedures and turnover folders within the first week of arrival from their Regimental counterpart. This system does not preclude the relieving UDP unit from keeping the desktop procedures and turnover folders accurate and up to date.






(c)  The Regimental counterpart will maintain a Log Book with the following fields of information:

 




     (1)  Name






     (2)  Rank






     (3)  Billet (for each desktop procedure and turnover folder)





     (4)  UDP  






     (5)  Date Out (when signed out by UDP unit)






     (6)  Signature (UDP sign out) 

 




     (7)  Date In (when accepted back by Regt.)






     (8)  Signature (Regt. sign in)






(d)  The UDP commodity will sign the Log Book verifying that the desktop procedures and turnover folders have 

been updated and has turned the file over to the respective Regimental commodity. 






(e)  The relieving UDP commodity will receive the desktop procedures and turnover folders from the Regimental 

counterpart. Upon reception of the desktop procedures and turnover folders, the UDP commodity will sign the Log Book declaring that

the desktop procedures and turnover folders have been received and will continue to update and ensure the accuracy of the desktop procedures and turnover folders.  






(f)  Under no circumstances will these desktop procedures or turnover folders be taken back to the United States.  

5. Administration and Logistics.  This policy letter will be filed in all unit maintenance management and maintenance turnover folders and desktop procedures.

6. Command and Signal.

b. Signal.  This policy letter is effective upon signature.

c. Command.  This policy letter is not applicable to the Reserves. 

                  B. P. KEARNEY

Distribution:  A
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